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[bookmark: _Toc69819343]Academic skills can be refer to as collection of study habits, strategies that are made to improve learning skills and other tools that help students in learning new things and enhancing knowledge (Bhagra and Sharma, 2018). Employability skills refer to as skills that are essential at the workplace and that helps in getting good opportunities in future. Importance of employability skill and academic skill will be discussed. Further, this report described significance of time management, academic writing, online learning experience and public speaking and giving presentation is described. It will discuss importance of improving skills for an individual person. 
MAIN BODY 
[bookmark: _Toc68863405][bookmark: _Toc68863549][bookmark: _Toc69819344]Task -2 
Gibs reflective model is one of best cyclical model which is having six stages i.e., description, feelings, evaluation, analysis, conclusion and action plan. This model helps an individual person in achieving goals and objectives, identify strengths and weakness and motivate them to make plans for improving skills that are required at the workplace. 

[bookmark: _Toc69819345]Time management / Organising study
Time management is one of the important element or skills that are required at the workplace and every employee should manage their work so that work can be completed on time. It is essential that employees should work hard so that they can complete their work on time. In the organization task is given to workers in groups so that they can develop their communication skills and should interact with more people. Main purpose of employees is to complete given task on time (Cachia, Lynam and Stock, 2018). A person should know how they have to manage their time and give their best in achieving goals and objectives of company. Every individual person must have time management skills so that productivity can be increased and it will help in building good image in market. Time management is process of making plans and continuous control of time. It helps in making good strategies so that organizational goals can be achieved. 
It is important for a student to develop time management skills and also have the ability to organise study. These skills are required at the workplace and this helps in completing work on time. If a person knows how to manage all the activities, it will help in enhancing knowledge or skills. Time management is essential element which improves working of organization and boost confidence of employees to work effectively. It is important for a student to organise study to achieve targets and for better future growth (Cotronei-Baird, 2020). 
Gibs model of reflection can be applied in managing time and organising study as this model has 6 stages such as, description, feelings, evaluation, analysis, conclusion and action plan. In time management this model will be helpful, firstly : 
Description is given in which a person will share experience, then feeling and thoughts about experience like what an individual person feel after improving time management skills. Evaluation is done to identify that whether target has been achieved or not, what are improvements that are required and what mistakes have been done this time. Issues or challenges that were faced by an individual person while improving skills like, not able to manage work in starting or find difficulty in managing all the activities. After evaluation is done, analysis of situation take place in which a person identifies that what new things they have learn and make plans or strategies for improvement in performance (Gill, 2018). Further, conclusion is being taken out from the situation and try to improve the skills, they should make time table in which they should divide time according to work. Next, make plans for actions that are to be taken so that skills can be improve. It is important to manage time properly so that all activities can be completed on time and at workplace all employees should know how to manage their work. 
[bookmark: _Toc69819346] Online learning experience 
Nowadays due to covid -19 all the work is done through online. So, training is provided with the help of online mode and they have to understand all the work. In an organization employees are provided training or online development programs so that workers can work efficiently and their performance can be improved. For students classes have been taken online with the help of apps such as, zoom, google meet etc. Due to covid -19 all activities are taking place through online mode and people can enhance their knowledge. There are many options available online such as, many courses for students which will help in getting good opportunities in future. All classes are being taken online, it is difficult to learn things with online mode but students have to develop skills for learning things. For some students it may be difficult to learn or understand things online but they have to learn because there is no other option available (Griffiths and et.al., 2018). 
There are many problems that are faced by students and their parents like, issue in network, students are not able to concentrate or many other issues. But they have to adjust in all situations and they should face challenges, this will help in developing skills and it will be useful in future growth. Online learning experience is different and unique as students have to take classes form home, this is easy way for them (Tentama and Abdillah, 2019). They can also enrol in many online courses that are available to enhance their knowledge, improve or develop skills that will them in future growth and they will get good job opportunities. Some courses are free and some having charges but it will be helpful for students in future growth. 
Gibs model of reflection can be helpful in online learning experience as it has six stages by which a student can develop skills that are important. First step of gibs model is: 
Description -  Description in which students describe their experience about online learning, whether they like this online learning or not (Ngulube, 2020). After that they will share their views and thoughts about studying through online mode. It is new for them so they may face problems but they should find solutions. 
Evaluation - Then students must evaluate experience both good and bad points should be covered. For instance, online learning ahs many problems such as, network issue or disturbance, not able to concentrate. Positive points of online learning experience is students are feeling comfortable in taking classes from home as it is easy and simple way. They can learn many things which will enhance their knowledge, register in online courses that are related to their field. 
Analysis - Analysis should be done to identify that what are the problems that are face while online learning (Sotiriadou and et.al., 2020). 
Conclusion - Conclusion can be drawn after analysing situation and correct actions or steps should be taken to improve the mistakes next time. Some improvements can be made so that in future there will be no problem. 
Action – After identifying that what are the mistakes done in making plans or strategies correct actions should be taken to improve skills and new plans should be made by an individual person so that goals can be achieved. 
[bookmark: _Toc69819347]Academic writing 
Academic writing is clear, structured and focussed and backed by evidence. Purpose of academic writing is that readers can understand properly purpose of writing, aim and objective should be clear. It is a formal style, should be written in easy and simple words so that readers can easily understand what document want to convey. Sentences should not be long and complex because it becomes difficult to understand. This skill is developed during school or university where they learn how to write formal letters or formal words that should be used in an organization (Nisha and Rajasekaran, 2018). This helps in getting good opportunities and in an organization it is necessary because employees have to interact with each other or seniors so they have to use formal way. There are some ways to communicate with head or senior managers at the workplace. Students should develop this skill during school or university as it plays a crucial role in building good image in company. It will also help in improving other skills of an individual person and this is beneficial for future growth. 
Gibs model of reflection can be applied as it help in improving academic writing skill.  Description - describe the situation like, if a person is not having good academic writing skill, plans or strategies should be made to improve skills (Scott and et.al., 2019). After this next step is to share views or thoughts and experience that improving academic skills is useful for students or not. Plans should be made according to goals that student want to achieve. 
Evaluation -  After sharing the experience next step is to evaluate performance from both positive as well as negative perspective. It is important to evaluate performance so that mistakes can be find out and changes can be made in plans or strategies so that goals and objectives can be achieved.
Analysis -  After evaluation, analysis is to be done as it will help in making correct step for future growth.
Conclusion -  At last conclusion is made after analysing all the situation and according to that actions are taken so that goals and targets can be achieved.  
Action plan – After finding what are the mistakes in plans that were made, individual person should take actions regarding that and make strategies that will be beneficial for improving personal skills. 
[bookmark: _Toc69819348]Public speaking and giving presentations 
Public speaking and giving presentation is one of the important skill that is required at the workplace as well as in universities. A student must have good communication skills because if he or she is not able to interact properly then they will not get good job opportunities in future and they have to face problems. This is one of essential skill that comes under academic and employability skills because in an organization if employees are not able to communicate properly then they will not able to communicate their idea or not able to give presentation (Sarkar and et.al., 2020). Nowadays, in every company presentations are given to clients so it is important that an employee should have this quality. During covid -19 all the meetings were conducted through online mode and everyone has to give presentations for sharing their views or ideas. 
So, it is necessary that an individual person should develop presentation skills and public speaking. It helps in boosting confidence or morale of employees and they are able to focus on their work. In schools or colleges students have to give presentation on some topic and marks are given according to their performance. Some students get nervous or they did not know how to speak or present things in front of others (Osmani and et.al., 2019). There are many ways to improve presentation skills such as, they should practice regularly, take help from you tube, try to convert nervousness into confidence because while giving presentation confidence is essential. They should attend other meeting and learn some points that will be helpful in improving skills, use positive visualization, arrive early as it creates good impact on others, adjust according to your surrounding. 
If a person is not able to communicate properly then people who are connected to that person will face problem in understanding what he or she want to convey. So, they should improve public speaking and presentation skill as it will help in achieving goals and will get good opportunities in future (Hart, 2019).  
According to gibs model of reflection an individual person should firstly describe situation like, want to improve skill, what are the ways available to improve skills. 
Description - They should then identify what are weakness that need to be changed or improved. Plans or strategies should be made to develop presentation skills or improve public speaking. 
Evaluation - Critically evaluate performance of an individual person, it includes positive as well as negative points that are analysed. 
Analysis - Finally, conclusion is drawn after determining all the steps that are taken to improve skills or enhance knowledge (Di Gregorio and et.al., 2019). 
Conclusion - After analysing situation conclusion is been made and according to that actions are taken to better perform next time. Some changes are made in plans or strategies are done so that in future mistake which is being done this time should not be repeated again.   
Action plans – After all the steps are completed last step is to take actions according to situation and make better plans next time so that goals can be accomplished and targets can be achieved. 
[bookmark: _Toc69819349]CONCLUSION
From the report it can be concluded that, academic and employability skills are essential for a student and help them in accomplishing goals and objectives. It had been described that students get good job opportunities in future and help in boosting confidence. Academic skills are learned or developed by students when they are in school or university whereas employability skills refer to as qualities that are required at the workplace. In the report it had been discussed that time management, online learning experience, academic writing and presentation skill or public speaking is crucial for student and its importance in an organization. 
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